
I RECOROS MANAGEMENT D'IVISION 
. .  

INSTRUCTIONS: See Publication No. 76-RM-! for instructions on completing this form. Forward signed briginal to 
Department of Archives And History, Records Management Division, 330 Capitol Avenue; Atlanta, Georgia, 30334, 
Attention: Scheduling Section. I 

~~ ~~ ~ ~~ ~ ~ ~~ 

FOR RECORDS MANAGEMENT USE 1. Agency Address -..__ FOR AGENCY USE 
,pplication Date Department of Education Application Number 

,pplication Number Divis ion  of voca t iona l  I n s t r u c t i o n  =Received Date Completed 
Off i ce  of Vocational Education 61- ~~~ ~~~ 15-& -~ ~ 

-~ ~ - ~ 

1 M A Y  ~ -2 . ~~ 8 1981 
I. Person to Contact Working Title Telephone Number 

I_ Action Requested 

- _MAY 1 ~- 8 1981 
At lan ta ,  Georgia 

~ _ _ _ -  - ~~ ____ ~ ~ . ~ 

65 6-2 560 
~~~~~ 

I_ 

Divis ion  D i r e c t o r  
~ ~ 

~ ~~ ~- ~ _ _  
~ 

_- Ed Word 

a. 
b. 

~ c. 
1. Dates of Series 
iarl iest Latest 

1 To daCe 
i. Division and Office Function 

*i . . 0 Establish Retention Schedule; r cord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 
R _ _ _ _ ~  Amend Application No. ~. ~& Check One: E3 Change; 0 Supercede; 0 Void -~ ~~~ 

- 
5. Records series Title Ifollowed by title used in office; if different) 

D I V I S I O N  H I D E  COMMON S.CHEDULE 

~~ . ~- ~ .~ 

What i s  the function of the Division and the Office in which this record series i s  created? 
1 Vocational  OrganizAtions General Adminis t ra t ive  F i l e s  

The func t ion  of t h e  Vocational Youth Organizat ions i s  t o  provide t h e  members o p p o r t u n i t i e s  
t o  supplement through c o n t e s t s  and s p e c i a l  p r o j e c t s  t h e  t r a d i t i o n a l  c l a s s r o m  educat ion.  
The o rgan iza t ions  are (1) t h e  D i s t r i b u t i v e  Education Clubs of America (DECA) f o r  s t u d e n t s  
e n r o l l e d  i n  marketing o r  d i s t r i b u t i v e  educat ion programs; (2) Future  Business Leaders 
of America (FBLA) f o r  s t u d e n t s  en ro l l ed  i n  bus iness  add o f f i c e  educat ion p rogram;  
(3) Future Farmers of America (FFA) f o r  s t u d e n t s  i n t e r e s t e d  i n  a l l  areas of a g r i c u l t u r e ;  
( 4 )  Future  Homemakers of America (FHA); (5) Georgia Assoc ia t ion  of I n d u s t r i a l  Arts 
programs; (6 )  Vocational I n d u s t r i a l  Clubs of America (VICA) f o r  s t u d e n t s  e n r o l l e d  i n  
t r a d e ,  i n d u s t r i a l ,  t e c h n i c a l  and h e a l t h  occupat ions programs; and ( 7 )  Vocat ional  
Oppor tuni t ies  Clubs of America f o r  s t u d e n t s  e n r o l l e d  i n  t h e  Coordinated Vocational 
Acadanic Education programs. 

~ -_ 
r. Record Series Description This file contains the following'documents (include form numbers and titles, if any): 

Attach samples of the file. ', 

adminis te r ing  and coord ina t ing  t h e  voca t iona l  o rgan iza t ions  a t  the s ta te  Documents relating to: 

No Change. Included are: 

File i s  arranged: by voca t iona l  organiza t ion ;  thereunder  chrpnologica l ly  by f i s c a l .  year;  .. . ~ 
I \  

thereunder  a l p h a b e t i c a l l y  by s u b j e c t .  - 
I 

~ 

5. Monthly Reference Rate How often are records referred to which are: 

One to six months old 

3. Annual Rate of Accumulation of Records 
Letter-size drawers ; Legal-size drawers - I  . Shelves __ ;Other (specify) - _ _ ~ -  

: Seven to twelve months old ; Thirteen to twenty-four months old 

~- -_  twenty-five months and older ~ ? 

~ 

R-50-71; Rev. 7 6  (Over) 



NO- 

-~ - . ~~ -_ ~~~~ -- 
i .  

, ,  i . .  c. Is this a v i m c o t d ?  
d. Does this series ~- have historical or long terni research value? 

_ _ _ _ _ _ ~ _  
- 4 _. ~ 

.e. When one or two documents in the file make it necessary to. keep the entire f i le for a long period, could these 
documents be scheduled sewratelv? ..~I___. .. __ ~ - 

f. Is'the. information wntained in this series ever oublished? If ves. attach web!,_ :... -~ 
9.' l i the inforhatioh contained in this series ever analyzed and/or recorded.in a: summarized report? 

If yes. a t t a c h c o p L -  _ _ _  
h. Is there a duplicition of this Series in your office, or in another office or agency? 

~~~ ~~ - 
~. .. . 

I f  y e s a b e ?  ___ ~- ~, ~~~~ - - -~ 

- i. Is  thisseries (or a mior p ~ i n n 4 f i t l _ r e ~ l ~ ~ r ~ f i l ~ . - .  . .. 
j. DoeAthecarbseries rewlt in a cOmDut er printout? .. .- ~- 

~- 10. ~- Questionnaire ~ (Place an_"X" in the proper column) ~- 
a. Is this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulafion. 
If not. whereis_it? +-- ~ -~ ~~ .- ~~ ,I_ 

1. Retention Requirements +f The following requires the series to be kept: 

a. State Law .~ years. d. Audit period __ -- -years. 
b. Statute of limitation . ~~~ ~ . , . .-years. e. Administrative need -years. 
c. Federal law years. .~ . .  f. Federal . .  retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative'nebd. 

4 .  1 , ,  , !  . . .  , . ' 2  : .  ; ~, , r .  i .  . j  :: 

-: , . ,  
-_I_ 

.. , , , .  
' <  I , . : ~ . . ,  I .  , : I .  . _  ! - ~~~ . ___ - , _- ~ 

, ,  . 
I ~ .  ~ , ,  12. Approved Disposition Instructions 

I I ' j  . i t , '  

This agency recommends that the file Series be cut off a t  the end of each: 
,. . ,  then, . ,  0 Calendar Year;'a Fiscal Yea?; 0 Other 

. ~. I . , !  , L , ' i .  : I .  . , ,  , 
. . ,  , .  , 

, ~ !  . ,  M Hold in the current files area A- ._-month(s) I . ~ year(s);then , r  . I ,  

0 Transfer to local holding area; hold . '  year(s);theh , . ? I  I , .  , - ,  , 1' , . ; ,  

0 Transfer to State Records Center; hold, -. year(s); then ,. . .  

0 Destroy. ' >!. I 

0 Other (Specify) 

, .  . , ,  

. .  . .  
~ ; ! ..,. . . .  , :  . !  , .. 

Transfer to State Archives for permanent retention. . ,  

' (NO CHANGE) 

These instructions apply to al l  prior and future accumulations of the series. 



SECRETARY OF STATE 
ARCHIVES AND HlSTOl 
NAGEMENT DIVISION 

or instructions on completing this form. Forward signed hriginal to 
Department of Archives and History, Records Menagement Division, 330 Capitol Avenue,! Atlanta, Georgia, 30334, 

f Education 
Off ice of Vocational Education 

_ _ ~  
Date Completed 

i s i o n  of Vocational I n s t r u c t i o n  
u s t r i a l  Arts Education 

Application Number 

1 - G - B \  [I-20-81 __  ~ ~~ __ ___ .- i a - ~~~ 

K r G n  to Contact Working Title Telephone Number 
~ Samuel Powell A s s i s t a n t  State  Supervisor  656-2543 

-_ ___ 
3. Action Requested 

a. 
b. 
c. 0 Amend A p ~ m t i o n  No. .___ Check One: 0 Change; 0 Supercede; 0 Void 

D Establish Retention Schedule; ;!cord will continue to accumulate. 
U Dispose of present accumulation; no further accumulation anticipated. 

5. Records Series Title (followed by title used in office; if different) 
Georgia Associat ion of I n d u s t r i a l  A r t s  Students  i n  America (GAIASA) 

What is  the function of the Division and the Office in which this record series i s  created? 
The Divis ion  of Vocational I n s t r u c t i o n  i s  r e spons ib l e  f o r  developing po l i cy  r e l a t i n g  t o  
voca t iona l  i n s t r u c t i o n  a t  t h e  secondary and postsecondary l e v e l ;  p a r t i c i p a t i n g  i n  t h e  
development of t h e  S ta t e  P lan  f o r  Vocational Education; developing voca t iona l  educat ion 
program s t anda rds  r e l a t i n g  t o  i n s t r u c t i o n a l  areas; providing c o n s u l t a t i v e  s e r v i c e s  t o  
l o c a l  school systems involving a l l  'phases of t h e  i n s t r u c t i o n a l  process;  p a r t i c i p a t i n g  on 
evalua t ion  of l o c a l  school systems'  voca t iona l  programs; reviewing a r c h i t e c t u r a l  p lans  
f o r  l o c a l  school systems'  voac t iona l  f a c i l i t i e s ;  reviewing reques t  from l o c a l  systems 
f o r  t h e  purchase of equipment; reviewing voca t iona l  educat ion i n s t r u c t i o n a l  materials; 
reviewing preservice and in-serv ice  t r a i n i n g  programs; and superv is ing  voca t iona l  s tuden t  
o rgan iza t ions  a t  t h e  s ta te  l e v e l .  

t o  d a t e  General Adminis t ra t ive  F i l e s  
~ I 4. Dates of Series 

Earliest Latest 

1- 197 8 
6. Division and Office Function 

This file contains the following documents (include form numbersand titles, if any): 
Attach samples of the file. 

Documents relating to: adminis te r ing  and coord ina t ing  GAIASA . 

Includedare: correspondence, c a t a l o g s ,  annual meeting information,  o f f i c e r  l ist  . 

8. Monthly Reference Rate 

One to six months old 

9. Annual Rate of Accumulation of Records 

Letter-size drawers -!-; Legal-size drawers ; Shelves ;Other (specify) ~- 

How often arerecords referred to which are: 

; Seven to twelve months old -; Thirteen to twenty-four months old 

twenty-five months and older ? 

AR-50-71; Rev. 76 (Over) 



.~ 
~ ~~ =~ ______.__I __w 

-~ P-ouenionMire , a. I s  this the official copy of the series? 
(Place an "X" ~n the proper column) 

If not. where i s  i t 7  .. ~~ ~~~~. - ----:-:-. I \  

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulatio:. 

c. Is this a vital record?-= ~ - 

d. Does this series have~historical or long term research value? 
e. When one or two documents in the file make it necessary to keep the entire file for a long period, could these 

t, 
I ,  
! 

* ~~~~~ ~ ~ - . .  

~~~ documents be scheduled separately? ~ ~~ ~ ~~~~ 

ntained-inxhis series ever published! J r e s ,  a t tacham. 
in this series ever analyzed and/or recorded in a summarized report? 

If yes. attach COPY. ~ ~ 

h. I s  there a f l @ c a t i & f  t t i s  series in your office, or in another office or agency? 
If ves. wherej - 

~~ - ~ ~~ ~~ otirl~ reyularlv miuQf i lmed !  . - _ ~  ~~ ~ 

L b e L t h e  ~re€Qrd series result in ammputermintout? ~~ 

11. Retention Requirements ,t The following requires the series to be kept: 

a. State Law years. d. Audit period years. 
b. Statute of limitation _----years. e. Administrative need L - y e a r s .  
c. Federal law years. f. Federal retention instructions years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

_ _ ~  
12. Approved Disposition Instructions- This agency recommends that the file series be cut off a t  the end ofeach: 

0 Calendar Year; Fiscal Year; 0 Other ~ __--then, 

B Hold in the current files area .month(s) I - yearb); then 
0 Transfer to local holding area; hold _- - - ~  year(s); then 
0 Transfer to State Records Center; hold I_ --year(s); then 
0 Destroy. 
H Transfer to State Archives for permanent retention. 
KI Other (Specify) 

These instructions apply to a l l  prior and future accumulations of the series. 

Date 

yaph 12 are approved. 
(If disapproved, attach letter 
pf explanation.) 

R--50-71; Rev. 7 6  (Reverse Side) 


